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The Riverview Internet Banking Guide explains the features
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The first time you use the
internet banking system,
you will be provided a
Login ID. The following
steps will walk you through
the login process.

e KeyinLogin ID‘

e Select the checkbox
indicating that you
are a First Time
User?

e Click Login.

A listing will appear with
your partial or masked
contact information-
You may choose the
delivery method for
your secure access
code (e-mail or phone.)

1st Time User Enrollment-Standard Login

Login ID:

Login Help
(] Forgot Passward?
First Time User?

Important Note for Requesting an Access Code: You will be directed to a
page displaying the secure contact information we have on file for your
account. Select one contact from the list that you can immediately access
and our system will deliver you a temporary secure access code within
minutes. NOTE: If all of the contact information we have on file is
inaccurate or out-of-date, you cannot proceed any further. Please
contact us at 800.822.2076 to provide updated information.

Select Your Secure Access Code Delivery Preference

To securely werify your online identity, we are required ko send a one-time Secure Access Code to one of
o\ conkacts below, e will send the Secure Access Code ko yvour selected contact in the next Few
inules, This code is required to proceed, Please select vour contact preference

] slready have a Secure Access Code
O ipmithiEoooos.com (masked e-mail address)

O G55 e - Zee (masked phone number)

Continue.
This can store up to “ (Continue ] [ Help |

three options for e-mail
and phone numbers for
your convenience.

Phone Delivery: If you select phone delivery of your temporary code, just answer
the phone normally when the call arrives. You will be prompted to make a selection
to hear your code, and the system will give you the option to repeat the code, if
necessary. Our system will not leave a code on voice mail, so if you miss the call,
just repeat the process.

E-mail Delivery: If you select an e-mail account, you will receive a very simple e-
mail containing only the requested code. If you do not receive this e-mail within 5-10
minutes, please check your Junk Mail box. You can configure your Junk Mail
settings to allow future e-mails from our address. Your secure access code will
expire within 3 hours of receipt.
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Enter, or cut and
paste, the
temporary code you
received by phone
or e-mail.

Continue.

——

Establish your own
password to replace
the temporary.

Key in all fields.

(Password requirements set

by financial institution listed
on page.) m—

November 2010

1st Time User Enrollment-Standard Login

Enter Delivered Secure Access Code
Qnce you receive your Secure Sccess Code, enter it below,

094163

’CDntinue ] [ Help ]

IMPORTANT NOTE: Do not navigate away from the screen. If you need to
access a web mail account to retrieve your code, please open a new
browser window or browser tab.

Change Your Password

¥ou can change yvour online banking password using the fields below, Type in vour old password

rPasswurd Requirements _\

| four password must meet these requirements:

and vour new password bwice For confirmation,

Change Password

Mew Password * | |

Confirm Password *| |

[ Submit Password Change ]

Must be at least 4 characters

Cannaot be more than 10 charackers

Must contain at least one number

Cannot be the same as the last 2
passwords

Must contain at leask one of these
‘spedial characters:” ~ @& %24 +-=
T =0

The “Old Password” will NEVER be the
password from the prior Online
Banking Solution!

i
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You may be required to Enrollment-Registering Your Computer

register your computer.

This follows the same When you are asked to Register this Computer, you will be directed to a
process as the first login. page displaying the secure contact information we have on file for your

account that was used in the login process.

e Choose the delive ry (1 already have a Secure Access Code

method for your O ismith@xxxxx.com (masked e-mail address)
secure access code. © (555) XXX - 2222 (masked phone rumber)

e Continue.

Continue l Help l

w&icontact information that is kept on file and it
e Enter, or cut and m e accurate for you to proceed any further!

paste, the
tempor«:lrst/) COCri]e you Enter Delivered Secure Access Code
(r)ercee_ Ir\:li\il y phone Qnce you receive your Secure Sccess Code, enter it below,

Secure Access Code * 094163

e Continue.

’Cnntinue ] [ Help ]

e Establish your own

password to replace Change Your Password
the temporary You can change your online banking password using the fields below, Type in yvour old password
) and your new password twice Far confirmation,

e Keyin all fields.
(Password requirements set Change Password (P,a_sswnrd Requirements _\

by financial institution listed Your password must meet these requirements:
on page.) “

Musk be at least 4 characters

Cannot be more than 10 characters

Must conkain at least one number

Cannat be the same as the last 2

passwords

| ® Musk contain at least one of these
'special charackers:” el @a#$% 84 )_+-=

THO 2,0 J

Mew Password * | |

Confirm Password *|

[ Subrmit Password Change ]

Although this process follows the same steps as the First-Time
Login, this is to Register Your Computer.
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The Account Overview page
displays a summary of
accounts associated with your
online profile after you log in.
You can initiate Quick Action,
transactions, view which
accounts have Pending
Transactions, and also view
and access Secure
Messages. Accounts are
categorized by account type
(checking, savings, loan, time
deposit, etc.)

e ForaQuick Action
transaction, place
your cursor over the
lightning bolt located
next to Current
Balance.

e Choose from the
drop-down options:
View History-Takes
you to the history of
that account.
Account Details-
Displays the details
for that account.
Pending Items-
Displays the items
that are pending for
this account.
Transfer From-
Allows you to initiate a
quick transfer from
this account.
Transfer To- Allows
you to initiate a quick
transfer to this
account.

Print-Print the history
of this account.

November 2010

Account Overview

Quick Action/Pending Transactions/Secure Messages

Aecauns Account Overview ) You have 4 new messages
Overview This page provides an averview of your accounts by account type, Click onthe account name to view history
History fora selected account,

Statements

FHemen Account Updated  Available Balance  Current Balance

Credit Card Center 3 S
% *Reqular Non-Profi P
0 5555,12;]&9 §167.21 unm W

Transactions e '

Funds Transfer 1 *Super NOW Pubc 55/200 \
. e 151 P §22691 35 82537189

Bill Payment o

Recurring Subtotak §22,858.56 §25,851.67

Online Deposit H Loan

Send Check Account Updated  Current Balance  Mext Payment Date

Current Balance

547375 %
egular Non-Profit HS
52537789 | & View History...
=§ Account Details
$23.851.67 @ Pending Items
=? Transfer From
1t Payment Date tﬂ Transfer To
2/4/2004 | 2  Print
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« If the account number
turns bold, red and
receives an asterisk in

front of it, this informs =

you that there is at
least one pending
transaction for this
account.

There is a hyperlink at the top
of the Account Overview
page to indicate if you have
unread secure messages.
Clicking on the link will take
you directly to your secure
message mailbox.

e Here you can highlight
the desired message
by single clicking on it.

November 2010

Account Overview

Quick Action/Pending Transactions/Secure Messages

= Checking

Account Updated

(3 “Regular Nﬂn@ 5/22/2002
— 11:56 AM

[ *Super NOW Public HS 5/22/2009

ooo-0167 % L e

Subtotal:
Bl Loan
Arenunt Lindatad

¢B You have 4 new messages

pe. Click on the account name to view histary

Account Overview

fors calartad srenunt

Secure Mailbox

To read a secure message, simply double click the message itself, You may have to dlick on the ‘plus’ sign to
the left of a message to open it up and see the subject, Bold messages indicate that you have not read a
message, while regular faced messages have been read.

i New B BRepy ¥ i &  GroupBy

[l Received: 05/21/2009
Sender / Subject Received < Expires On
Customer 5ervice , 11712008
Motification: Updated Sta{)\tsment Delivery Preference 05/21/2009 0238 PM 117217200
[ Received: 05/19/2009
Sender / Subject Received < Expires On
Customer Service i
Motification: Updated Statement Delivery Preference 05/13/200 04:30 PM 11/15/2009

IMPORTANT NOTE- You can also access your secure
messages from the Services menu by choosing the Messages
menu.
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Account Overview

Quick Action/Pending Transactions/Secure Messages

DUr

Motification: Updated Statement Delivery Preference

e Double-click on the
highlighted message

ish . d Subject:  Motification: L%dated Staternent Delivery Preference
you wis to view an cure Mailbox Sender:  Customer Service
see the secured e pater 572172009 2:38:24 PM
message displayed. sage, while regular

b New | & &R This is notification that statement delivery preferences have been updated for the
! | " R . ;
: following account: Super NOW Public HS - oocc-0167
Received: 05/21/20 . . . . .
If you currently receive a printed staternent, we will no longer print and mail a

Sender / Subject staternent for this account. Instead, we will send an e-mail notification to all

R T S enrolled e-mail addresses for this account when the electronic statement is available
[atificatian: Updad | |each month. Electronic statements are available 24x7 via online banking by logging
in and navigating to Accounts> Statements. Staternent delivery preferences may

Received: 05/29/200 | | also be updated within online banking.

Sender / Subject . i i
Thank you for using our electronic statement delivery.
Customer Service

Motification: Updaf]
Received: 04/13/20

Sender / Subject

Customer Service
Motification: Updated Statement Delivery Preference

Ty 137 2007 U300 T 1l T LoF £ | I

Secure Mailbox

. . Toread a secure message, simply double click the me
° This function also the left of a message to open it up and see the subje
allows you to attach message, while regular faced messages have been rez

and send attachments ‘ & rew | (B B Reply
as well. [ L3

= Received: 05/21/2009

Sender s Subisct

To*

@ Subject *

Send

Attachment | |[ Browse... ]

dat]
F20)
it

e
dall

F20)

it

- T ITOT U T T
dated Statement Delivery Preference il |
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The Account History page
provides access to transaction
history for your accounts.

You can choose the History
option under Accounts or
double-click on the desired
account from the Overview

page.

You can collapse the Account

Account History

History Overview/Search and Export

Accounts

Overview

Online Acti

Statements

Account Overview

¢E) You have 2 new messages

This page provides an overview of your accounts by account type. Click on the account name to view history

for a selected account.

= Checking
Account

|3 *Regutar Non-Profit HS
woom-0043

B *Super%mw Public HS
wo-0167

Updated  Available Balance  Current Balance
5/18/2009
11:00 AM S64.21 547378 Wy
5/18/2009
11:00 AM §23,159.35 52537789 Wy

Account History For Regular Non-Profit HS - xo0xx-0043
This page provides a list of transaction items for your individual accounts, Choose an account from the drop-
down list to view the detailed history for that account.

Details for more history view
on the page.

You can easily switch

e
Account Details E]
Available Balance 564,21 Year-to-date interest amount 50.00
TUITENT Batance X738 mmm
Last Deposit Amount 512000 Interest Rate 0%
Average Collected Balance 50,00 As Of Date 5/18/2009
Accrued Interest 50,00 Last Statement Date 3/30/2008

Account:
e nooc-0043
v Searchirseg Ly

accounts with the drop down
menu.

= In Procdccc-0242

Sorted By: Post Date

Domestic Wire
05/14,/2009

®oospey - SO ¢ ©
—i
& Submit

Mewest on top < Debit Credit Balance

580,00 510372
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The magnifying glass
displayed here has an
associated image (such as a
check image.)

Sort the detailed posted
history column in ascending or
descending order by clicking

Account History

History Overview/Search and Export

@, ATM atbridge street
(@ 07/24/2008 (Check #1111)

Cash
‘ 07/22/2008 (Check #1112)

on the Sorted By: option
displayed here.

You can search for specific
information within the history
presented by choosing the
Search option.

Note: The Default View is 50
items unless changed under
Preferences/Accounts.

(=] In Process (122 Transactions) ﬁ
Sorted By: Post Date Mewest on top < Debit Credit Balance
, | SortBy “ § 2500 S1572
Description
11661
8 || Post Date £15.00 $40.72
STEE $34.00 $ 55,72
WL AU
Last Deposit Amount 92000 | interestRate 0%
Average Collected Balance 50,00 As Of Date 5/1
Accrued Interest S0.00 Last Statement Date 33

Account: o Bxport -

v Search -

Search Criteria

@  Default View
Most Recent Transactions
Most Recent Days %

Single Check
Multiple Checks
Single Date
Range of Dates
Single Amaount
Range of Amounts

Description

All Available Transactions

Spreadsheet [xls} hd

55.00

50.00

529.00

52575

515.00

525.36

v

50.08
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e Click Display to view
Render Type;
Display Results and
Export to File.

In exporting the file, click
the OK button for a
temporary internet file and
choose to Open, Save, or
Cancel.

You must have
appropriate software to

utilize the export options.

Account History

History Overview/Search and Export

Account History For Regular Mon-Profit HS - xoo0c-0043
This page provides a list of transaction items for your individual accounts, Choose an account from the drop-
down list to view the detailed history for that account.

Account Details E]

S0.00
50.00

564.21
5473.78

Available Balance Year-to-date interest amount

Current Balance Previous year-to-date interest amount

Last Deposit Amount 5120.00 Interest Rate 0%
Average Collected Balance 50.00 As Of Date 5/18/2009

50,00 Last Statement Date

B Display « _ - @
k |
& Submit

3/30,/2008

Accrued Interest

Account: [EevSiiEE] i
[
W% Search -

Render Typé
5 Display Results
& Export to File

E

0 5183.72

Domestic Wire
05/14/2009

Account History For Regular Non-Profit HS - xo00-0043
This page provides a list of transaction items for your individual accounts, Chaose an account from the drop-
down list to view the detailed history for that account,

Account Details E]
Available Balance 564.21 Year-to-date interest amount 50.00
Current Balance 5473.78 Previous year-to-date interest amount 50.00
Last Depasit Amount §120.00 Interest Rate 0%

Average Collected Balance $0.00 As Of Date 5/18/2009
Accrued Interest 50,00 Last Statement Date 3/30/2003

ERCUIL A Spreadsheet (xls) |V

Spreadsheet (csv)
Microsoft OFX [ofx)
o Quicken (gfx)
Domestic Wire Quickbooks (gbho
05/14/2009 cud

518372

Export To File allows you to export history to a file type such as:
e Spreadsheet (XLS) (Microsoft Excel)
e Microsoft Money
¢ Quicken
¢ QuickBooks
e CSV (Comma Separated Values)
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Accounts - Online Activity

. . o Online Activity
What is Online ACtIVIty? This page lists online transactions that you have made which have not yet posted to your account. You may
cancel a selected transaction, as long as we receive the cancellation before our post time,

Online Activity isa Iisting %+ Search « | Transaction Status: % Submit

of ALL transactions you = T ; Tas - -
i i ; . . Group By fStatus IR = &
originated online. , b E?’ - B Group &y [Status 1 . 9
B Status: Authorized >
e Under the Accounts Status Description / Amount / Account / Dates / Details Tracking ID = User
tab,.c!lck Online @ Authorized Funds Transfer a
Activity. $17.00 from 10000167 156 —
Created: 4/16/2009 To Be Processed: 5/20/2009 ¥
!3 Saving
@ Authorized Funds Transfer
541.00 from woos-0167
; ; 11242 T L
e This page lists your Created: 4/16/2009 To Be Processed: 5/20/2009 ommy Lee
transactions for all of N savings
your online accounts & Authorized Funds Transfer
whether you manage 550,00 from wooc-0167 11257 Fommy Lee
one account or !] Created: 4/16/2009 To Be Processed: 5/20/2009 ¥
multiple accounts. Saving
(Tracking number, @ Authorized Funds Transfer
user name, creation $15.00 from ****1028 11235 Tommy Lee
date, status process !] Created: 4/16/2009 To Be Processed: 5/20,/2009
date, originating 2

account number, etc.)

1 [V 0] ()
Created: 4/16/2009 To Be Processed: 5
IVIRgs
® The Online Activity @ Authori nds Transfer - 11256
"ghhtmng bolts are @ View Transaction...
;vpsrroev)é():n?jagancd D Cancel Transaction SR
previously drafted or D copy Transaction...
saved transactions. (@ Authori
In addition, you can 330.00 from soooc-0167

copy a transaction
regardless of the

status Copy Transaction can be used to edit a transaction that has been

Approved (but not yet processed), Cancelled, or Drafted. It is important if
you edit a transaction to make corrections and it is in an Approved status
you MUST cancel the original Approved transaction to avoid duplicate
processing. If you are using Copy Transaction to just repeat a transaction,
you can do so from ALL statuses.
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Accounts - Online Activity

a selected transaction, as 1ong as we receive the cancellatio

Search + | Transaction Status:
= 0= = Adive k

Dprove % & Drafted

¢ Online Activity can Autharized
be grouped by several
options (type of Created: 4/16/2009 Ta
transaction, date Savings

created, account and  Uthorized Funds Transfer
user name.) Thisis £4E N $rom waasd 0
done by clicking on
the Group By drop-
down box located in
the tool bar.

Processed
Other
All

Internet Banking Transaction Status Terms-To-Know

Active: Any transaction generated online that has been initiated within the last week or
is in a status that still allows action to be taken.

Drafted: Any transaction that has been put in a pending (Drafted) state by the user
and can still be either approved or cancelled.

Authorized: When a transaction, such as funds transfer, has been approved by a user
with approval rights, the transaction displays in the Authorized category in Online
Activity. Authorized indicates that a user is ready for the Financial Institution to
process the transaction.

Cancelled: When a transaction, such as funds transfer, has been cancelled by a user
from the Transaction Details page, the transaction displays in the Cancelled category
in Online Activity.

Processed: When a transaction, such as funds transfer, has been approved by a user
with approval rights and then later processed by the financial institution (either by real-
time interface or manually processed), the transaction displays in the Processed
category in Online Activity.

Other: Any transaction that might have been unsuccessful (failing of processing), or
does not fall under the previous categories.

g Please note: Cancelled transactions cannot be restored, so cancel only if you are
sure you do not intend to send the transaction for processing.
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Account - Statements

Online Statements

Select an account and a statement to view. Click the View Statement button to view the selected statement.
You can choose to have your
statements on demand at your
disposal by going to
Statements under the
Accounts tab. Here you can Choose an Account Choose a Statement Date
choose the Account, Year, Choose an account from the list below. Choose a year and date below,

and then Cycle. Click View | | sount - [EEREENGERONING—N v | 1e - | v]
Statement.

Cycle * vl

[ View Statement ][ Help ]

A new feature also allows you -
to enroll in eStatements. (yo Delivery Preferences
I * (y u Select your stetement delivery preference for ezch of your online-ensbled sccounts. Once your selections are made,
can Opt_ln or opt_out under please review and sgree to the Ststement Delivery Agresment and click "Submit’ to send us your updsted preferences.
H Statement Delivery Preferences
Preferen CeS/DeI |Very) Choose how you would fike to receive your statements using the fields below.
Defivery Preference Account E-Mail Alternate E-Mail
© Electronic Statement
sooo-0043 Ipothani@g2software.com|
e Under Preferences O statement by Mai ' == | ' |
choose Delivery. © Electronic Statement - — | |
3000¢-0167 mthompson @g2software;
» Choose your O Ststamen by s E—
preferred statement o .
. Electronic Staternent 1734 | | | |
30006373
delivery method from © ststement by Msi
the drop-down box for _
h f ) Blectronic Statement R | | | |
0000242
each o your O Statement by Mail
accounts.  m—(
e Enter a Primary E- ! |
mail and Alternate E- Statement Delivery Agreement N _
. You zre required to rezd and accept the terms and conditions below to change your statement delivery preferences. By
mal I address for each checking the box below and submitting this information, you are agresing to the terms of agreement.
account eStatemnent Agreement This statement requests your consent to permit [BAMK MAME] to provide communications ﬁ
and information to you in secure electronic form rather than in paper form for your selected ounts. Before you
L] Read the Statem ent decide whether or not you wish to give your consent to receiving electronic notices 2nd records, you should resd  —
. and consider the following information. Then, if you decide to consent, you k the 71 Agree? button at the
Del |Very Ag reem ent bottom of this statement All that you need is £s5 to @ computer with internet ess, aCcess to your online
. banking account. 3 valid email address, and & printer. If you wish to print cut your statements, you will require
and C“Ck the Adobe Acrobst Reader 5.0 or abowve {which i available to downlozd free of charge if you do not slready have it on
your computer). Upon receipt of your consent, we will notify you st your registered e-mail address each time we
CheCkbOX to agree to prepare 2 statement for an acoount that you have selected. We will send you an email letting you know that the
eStatement iz available online. You will be required to enter your Uszer ID znd password to view the electronic
the terms and ststement. You agree it is your sole responsibility to protect your password frem unzuthorized persons. You agree W
conditions.
° Click Submit [[J1 agree to the terms of the agreement -m [ Hep |
[ § . [

NOTE: If you do not make a selection for EVERY account, you will get an error
message stating “You have not made a selection for one or more of your
accounts. You must select a statement delivery preference for each account.”

Statements can be saved to a
local PC or printed!
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Funds Transfer-Recurring
Quick Transfers:

The ability to transfer funds 1. Choose Option 2. c"m Acco“nt and Amoullt

from one account to unm W] |

another for your i [ ot ccrim b
convenience is another s spgy | Accmurt Cutaie 3 el N RIS jissioenasan  sorre  sersos )
feature. This can be done ; Sm s omdont___ g Dacriptsan

from the Quick Action e Onte | g [STranefar Te )
icons as shown earlier, or 2200t | 2 ; e ~——§
through the steps below: — 2

e Click the 3. Receive Confirmation

;I'ransr?ctlons tab b gl GIIS/200 LIZ PN $9670 s4TaTm N
rom the menu. '
¢ Choose Funds ot asel i
Transfer. P
e Selecta From PRy T
Account and a To i b s
Account (valind by :‘.:v‘:.....u
e Choose a Transfer A—
:::)ate (;;an be in the 3 Guick Actian - Tranaectian Detaile - Reyular Nan. Prede ns i |
uture. —
Key in the Amount. Funds Transfers:
Description optional. ;
Transactions
The system will automatically -
default to One-Time Transfer. Bill Payment
Please note: The Principal/Interest Split field is only available when
You will be prompted to either transferring to a product type that supports |nt%sst (such as loans).
Cancel or OK to view the
transfer information just Transfer Funds _
entered Initiate a one-time or recurring funds transfer between two of your accounts.
After C||Ck|n OK a preview Enter Transfer Information Principal/Interest Split
” g | d S % X Enter your transfer values using the fields belo Enter your custom loan values using the fields
Yrv:ar?gg(e:?:)at eTh-Su rlrl]lt_ e From Account * | won-0043 : 564,21 below
| . IS WI [\
you the Opportunity to g To Account * woo0167 0 523,159.35 v
Approve, Draft, Cancel, or Transfer Date * | 5/18/2009
Help Amount * £0.00 %
X Description
Approve: Authorizes the
transaction. _ [ T e e T T }
Draft: Places the transaction
in a pending state until either
Approved or Cancelled at Note:ieas marf A check box at the bottom of the Submit Transaction  Jfea
another time. screen allows you to Repeat this Process if you
Cancel: Cancels the desire to do so. If this box is checked, the system
transaction from processing. returns to the Transfer Funds screen — if this box is

not checked the system goes to Online Activity. A
window appears: “Are you sure you want to

approve this transaction?” click OK.
15|
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As discussed on the previous
page, the system
automatically defaults to the
One Time Transfer option
when transferring funds. You
can make recurring transfers
by expanding the Enter
Payment Frequency

Funds Transfer-Recurring

November 2010

Transfer Funds

Initiate a one-time or recurring funds transfer between two of your accounts.

Enter Transfer Information

Enter your transfer values using the fields below.

Principal/Interest Split

Enter your custom loan values using the fields

category.

e If you would like to set
up a recurring transfer
through online, you
would follow the same
process as a one-time
transfer except you will
change the option under
Enter Payment
Frequency to
Recurring

below.
From Account * | xo00c-0043 ¢ 564,21 w | | |
To Account * |}oocx-016? 1 523,159.35 vl | |
Transfer Date * | 5/18/2008 ]
Amount * [s0.00 | b
Description | |
I - ,/' —— )
| Enter Payment Frequency \ J/

Naote: Fields marked with a * are required fields that must be provided and at least one aooount must be selected.,

[ Continue ][ Help ]

Enter Payment Frequency

(=)

O One-Time @ Recurring

Choose the frequency that you wish to associate with this payment. If you choose to draft a recurring
payment, you will be required to fill in the appropriate fields below,

Frequenqr| Weekly Payment

d | @ Initiate the payment every week

Becngby Olnitiate the payment everyl:l week(s)
DSunday DMonday DTuesday
[Owednesday hursday [Friday Start Date 5/18/2009 @l
DSaturday @ No end date
O End after l:l payment(s]
CEnd on | El
[ Continue ][ Help ]
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¢ Choose Frequency
(Weekly Transfer or
Monthly Transfer)

e Determine Recur By
(Days of the Week or
Calendar Days)

e Select either Initiate the
transfer every month
or Initiate the transfer
every ___month(s) (key
in number of months).

e Choose one of the three
End Date options.

Approving the Recurring
Transfer is the same
process as a One-Time
Transfer

Important Note: In order
to cancel a series of
Recurring Transfers, you
must do so under
Transactions/Recurring.

Funds Transfer-Recurring

Enter Payment Frequency E]

Choose the frequency that you wish to associate with this payment. If you choose to draft a recurring
payment, you will be required to fill in the appropriate fields below,

O oneTime ® Recurring
Frequency | Monthly Payment hd @' Initiate the payment every month

Recur By | Calendar Days w Olnitiatethepaymentevery manth(s)

D]. D2 DB D4 DS DG D?
[Is [ o [Cia iz [z [Che
%15 [l [ Clis Clis [0 [z & Noend date

Start Date 5/18/2009 =

A\,
%

22 (23 024 O2s O2e Oz Oz OEnd after payment(s}
Cl2e 30 O3t Oendon B
[ Continue ][ Help ]
Maonday % | of the month

onthe [¥ist [Jznd [Jard [at| TR

() Mo end date
(VEnd after: kransf
(VEnd on:

A check box at the bottom of the “Submit
Transaction” screen allows you to Repeat This
Process if you desire to do so. If this box is
checked, the system returns to the Transfer
Funds screen — if this box is not checked the
system goes to Recurring. A window appears:
“Are you sure you want to approve this
transaction?” click OK.
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Bill Payment feature you
can have the convenience
of paying bills in a painless
and paperless way!

N
4

Bill Payment

Click the Transactions tab and
then choose Bill Payment. The
Online Bill Pay Welcome screen
appears (Example below: Check

Free.) Click Get Started.

Welcome to Online Bill Pay!

Features: Getting Stanted:
o Security - Be agsured that we are using the o |3 Ouick and Easy - It only takes 8 few manutes
Peghest tevel of intemet technology to ensure Grab one of your paper bills 1o set up your first
Your account kS safe and secure biltee
* Comvenbence and Comtrol - Save time paying all o Click on Me Get Started bution to experience e
of your bills in one lotation Then, retax knowing immediste benefts of paying your bills online

thay are guaranioed 10 be Mere on time o Formore information, vist our FAQ secton
* @Bills - Many biliers offer electronic vessions of

their statements which can be accessed sooner

than paper You can even have an emad notify

YOU when your bl |5 Fvailable

Got Started » |

(@) securiy & Pirvacy Tettus & Conditions
Copyright © 2007, Online Bl Payrment Al ights reserd

il

The transactions initiated through Bill Payment will be managed
through the online bill payment provider’s website (such as recurring
payments.)

In the CheckFree example, to
manage the accounts used for Bill
Payment, you will go under the
Preferences tab and choose Bill
Payment.
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Under the Transactions
menu, there is a feature that
allows you to request a check
to be sent from a specified
account.

e Under Transactions,
choose Send A
Check.

¢ You can choose to
Send Certified
Check if desired.

e Youcan send itto
yourself or specify
another Recipient.

¢ Once you have filled
out the correct
information, you will
hit Continue.

You will be prompted to either
Cancel or OK to view the
transfer information just
entered.

After clicking OK a preview
will appear titled Submit
Transaction. This will give
you the opportunity to
Approve, Draft, Cancel, or
Help.

Approve: Authorizes the
transaction.

Draft: Places the transaction
in a pending state until either
Approved or Cancelled at
another time.

Cancel: Cancels the
transaction from processing.

November 2010

Transactions

Send A Check
Send Check
This page allows you to send a paper check to a desired recipient.
Check Payment
Enter the check infarmation in the fields provided Enter the payment information in the fields provided
below, below,
Account * m-0043 ' 5167.21 hd | Pracess Date * | 5/26,/2009 @|
Amount * [50.00 | Desaription | |

ESend Certified Check
Rétipient

Enter the recipient infarmation in the fields provided below.,
Send to Account Owner

| |
| | [ ]

[ Continue H Help ]

Fields marked with an = are reguired fields that must be provided or at least one account must be selected,

Submit Transaction

The details of your transaction are displayed below. Select the desired action from the buttons displayed at
the bottom of this page, If you are unsure of your options, select HELP for a complete description of each,
Selecting DRAFT will save the transaction for later approval (i.e., it will not result in a payment or transfer).

b Approve ﬁ Draft ‘ Cancel | - |

Tracking Number 11774

Drafted By: Johanna Cate
Create Date: 5/28/2009 2:00:40 PM
Status: Drafted

Payment Date: 5/27,/2009
Originating Account Mumber: wece-0043

Amount: 52,00

|:| Repeat this process

19] &
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Services

Secure Message

Secure Mailbox
e Click on Messages. To read a secure message, simply double click the message itself, You may have to dick on the "plus’ sign to
e This will bring you to the left of a message to open it up and see the subject, Bold messages indicate that you have not read a
the two-way secured message, while regular faced messages have been read,

message system. T o :

«  Here you can highiight | | | @ New & @ Reply AR R Received v
the desired message g o
by single clicking on it. Recenved: 05/21/2009

> 5:nder | Subject Received + Expires On

¢ Double-click on the

highlighted message Customer Service , 171,97 /2000
you wish to view and Notification: Updated Sta{}sment Delivery Preference ata T LA
see the secured :
message displayed. & Received: 05/19/2009

Sender/ subject Received < Expires On

Customer Service

Matification: Updated Statement Delivery Preference e G s

DU Wiz
Motification: Updated Statement Delivery Preference @M

Subject:  Motification: L%dated Statement Delivery Preference

Sender:  Customer Service

cure Mailbox

ead a secure messag
et of a message to| Date: 5/21/2009 2:35:14 PM

sage, while regular

New | @ &R This is notification that statement delivery preferences have been updated for the
- following account: Super NOW Public HS - s0000-0167

Received: 05/21/20

If you currently receive a printed statement, we will no longer print and mail a
Sender / Subject statement for this account. Instead, we will send an e-mail netification to all
R S enrolled e-mail addresses for this account when the electronic statement is available
[atification: Updal| | |each month. Electronic statements are available 24x7 via enline banking by logging
in and navigating to Accounts>Statements, Staterment delivery preferences may

Received: 05/19/200 | | 310 be updated within enline banking.

Sender / Subject . . .
Thank you for using our electronic statement delivery.
Customer Service

Motification: Updal]

Received: 04,/13/20)

Sender / Subject

Customer Service
Motification: Updated Statement Delivery Preference

TS 137 00T U300 T 1T TUF 107 LU0 | I
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¢ Youcansenda
secured and
encrypted message to
the Bank.

e This function also
allows you to attach
and send attachments
as well.

Services

Secure Message

Secure Mailbox

To read a secure message, simply double click the me
the left of a message to open it up and see the subje
message, while regular faced messages have been rez

] r'-.'ﬂ.n.r = = Reply

B Received: 05/21/200%

Sender s Subiect

To ™ Customer Service i
= ' &
Subject” | |
L Send
Attachment | H_ Browse... |
sa
: to
lar
200
t
e
dat]
200
t
e
dai]
200
t

. T L7 ZU0T US00 I TO7 107 200
dated Statement Deliveny Prefarapncs T ] |

21| &
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You cal

address changes to specific

n now submit

or all accounts that you

own us

ing the Address

Change option under
Services.

You will

Click the Services
tab.

Click Address
Change.

Change the
necessary information
under Enter Updated
Information.

Choose specific
accounts or choose
Select All.

Click Continue.

be prompted to either

Cancel or OK to view the

informat

ion just entered.

After clicking OK a preview
will appear titled Submit
Transaction. This will give
you the opportunity to
Approve, Draft, Cancel, or

Help.

N
-—
-

853

Services

Address Change

Change of Address Request

Complete and submit this form to change your address infarmation an one or more of your accounts,

Enter Updated Information Choose Accounts
Enter your updated address information. Apply the changes to these selected accounts,
Streetl® 9430 Research Blvd [ reguiar Mon-Profit HS foooc-0043)
Street 2 DSuperNOW Public HS poocc-0167)
City * Austin DCommerciaI Land [oo0-3734)

[] o Mon-Profit «100,000 HS poooc-0242)
State = Texas hd

Postal Code *  |78759-
Home Phone * |[512) 685-2062 Ext.
Wark Phone (512} 791-7156 Ext.

Cell Phone
E-Mail Jjeate@q2software.com Select All | [ Clear All

[ Continue ][ Help

Mote: Fieids marked with a * are required fislds that must be provided and at least one aocount muSkbe selected,

A check box at the bottom of the Submit
Transaction screen allows you to make another
transaction if you desire to do so. If this box is
checked, the system returns to the Address
Change screen — if this box is not checked the
system goes to Online Activity. A window
appears: Are you sure you want to approve this
transaction? Click OK.

i
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Services

You can now submit stop Stop Payment

payment requests on
individual or multiple

checks using the Stop

i Make a Stop P tR +
Payment option under ake a Stop Payment Reques

Complete and submit this form to make a stop payment request on a selected account based on known

Services_ payment information.
Enter Account Information Enter Payment Information
H Select an account and optionally enter a comment Complete the fields below to make a stop payment
* C“gk StthopSPay_ment for the stop payment request. request based on known payment information.
under the sServices
tab . Account * | xooe-0043 0 5167.21 hd @ For a Single Check D Far Multiple Checks
e In Enter Account Comments Number *
Information enter an Payee
éCCOUI’]t tand a Amount * 50,00
omment.

Date Wriften * | 5/26/2009

e Choose For a Single
Check or For
Multiple Checks.

o Keyin Payee,
Amount, and Date Note: At least one account must be selected.

Continue ][ Help

Written.
e Click Continue.

You will be prompted to either
Cancel or OK to view the
information just entered.

After clicking OK a preview A check box at the bottom of the Submit
i":!\ggggﬁgﬁ“?iﬁ\?ﬁ'tive Transaction screen allows you to make another
you the Oppo'rtumty to g transaction if they desire to do so. If this box is
Approve, Draft, Cancel, or checked,_the_ system returns to the Stop Payment
Help. screen — if this box is not checked the system goes
to Online Activity. A window appears: Are you
sure you want to approve this transaction?

click OK.
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Services
You can now submit check Check Reorder
reorder requests on the
Check Reorder option Reorder Checks
: Complete and submit this form to reorder checks for one of your accounts, Check style will remain the same
under Services. as your previous order, Please call us to request a new check style. Please select the account you wish to
order checks for below, and then press "Continue’.
¢ Click the Services Enter Check Information
tab. Choose the account and enter your check order
e Click Check Reorder. information,
¢ In Enter Check Account * | 0000043 1 5167.21 v

Information enter an

starting Check Number *
Account and a g

Starting Check Mumber of Boxes *
Number.

¢ Choose Number of Continue || Help
Boxes.

° Key in Name, Note: At least one account mu! elected.

Address 1 (Address

2 if needed) and City,
State, Zip. " :
e Click Continue. A check box at the bottom of the Submit Transaction screen
allows you to make another transaction if you desire to do so.
If this box is checked, the system returns to the Check
Reorder screen — if this box is not checked the system goes
to Online Activity. A window appears: “Are you sure you
want to approve this transaction?” click OK.

You will be prompted to either
Cancel or OK to view the
information just entered.

Atfter clicking OK a preview will
appear titled Submit
Transaction. This will give you
the opportunity to Approve,
Draft, Cancel, or Help.

. O
- A
< [

"\-‘J Other Services

The Other Services page allows us to support other requests that are not
part of the visible online banking menu. To make a service request:

1. Select the service request you would like to make from the list by
o Double-clicking on the service request, or
o Single-clicking on the request and clicking on the ‘View’
button at the bottom of the list.
2. Complete the information on the page displayed.

3. Click Submit to make the request.

As we may add new services to this page at any time, please check
this page when you have need for a service that is not visible from
the standard menu.
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You can rename or
nickname your accounts
online using the
Preferences tab. This will
consistently display
throughout the online
banking system. This is
also a place where you can
define the number of
history items or history
days to display on each
account.
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Preferences

Account

Account Preferences

Thiz page contsins your sccount-relsted preferences for onfine banking. Note some changes will not be reflected until you have
logged out and logged backinto Onlfine Banking

Display Preferences

Enter nicknames for your scoounts that you can easily identify. These nicknames will be used throughout the onfine banking
system onfy. The # and Type fields indicate the number of transsctions or number of days of transactions that is loaded on the
Account History page. The Order figkd will be used to determine the order in which the accounts sppear on the page, subject to
the growping of accounts by the type of scoount.

Oinder - Acoount Diescription Display Name = Type
O mom-0043 Regulzr Non-Profit HS 1000 |Hems |W
0 xox-0167 Super MOW Public HS 1000 (Hems W
O woox-3734 Commercizl Land 1000 (Hems |W
0 oox-0242 D Non-Profit <100,000 HS 1000 |Hems | A

*  Click the G

tab.

e Click Account.

e Choose an account to
modify.

e Keyinthe Display
Name (nickname.)

Tip —including the
last four digits of the
account number in
the nickname is
helpful for future
reference.

o Keyin “#” (number of
history items or days

to display)

¢ Choose Items or
Days.

e Click Submit
Changes.

[ submitchanges | [ #en |

A window appears: “Are you sure you want to
submit these account preference changes?”
click OK. After submitting the changes, the screen
returns to Account Overview.
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Preferences
Delivery
You can opt-in or opt-out of Delivery Preferences
eStatement under the Select your statement delivery preference for each of your online-enabled accounts. Once your selections are made,
Preferen ces tab plesse review and sgree to the Statement Delivery Agreement and click Submit’ to send us your updsted preferences.

Statement Delivery Preferences
Choose how you would like to receive your statements using the fields below.

Delivery Preference Account E-Mail Alternate E-Mail
@ Hlectranic Statement soooe-0043 |Ip:}tl“;r‘i@qzsaﬂ.\'zre.:aml | |
e Under Preferences O statement by Mail
choose Delivery. ® )
Electronic Statement _ -
O - o st sooae-0167 |mtr':>mp5:}r@q¢5:}fr.\'5re.| | |
stement by Mail
e Choose your ’
preferred Statementﬂﬂe:tmri: Stetement - | | | |
. ooo-3734
delivery method from O statement by Mai
the drop'dOWn bOX for O Electronic Statement .
each of your _ woce-0242 | | | |
O Statement by Mail
accounts.
< | >

e Enter a Primary E- ]
Statement Delivery Agreement

mall and Alternate E_ You are required to resd and sccept the terms =nd conditions below to change your ststement delivery preferences. By
mail address for each checking the box below and submitting this information, you are agresing to the terms of agreement.

Pt

account. eStatement Agreement This statement requests your consent to permit [BAMK MAME] to provide communications

and infermation to you in secure electronic form rather than in paper form for your selected sccounts. Before you

decide whether or not you wish to give your consent to receiving electronic notices and records, you should reed  —

and consider the following information. Then, if you decide to consent, you can click the 7 Agree? button at the

bottom of this statement. All that you need is access to 3 computer with internet access, access to your anline

i Read the Statement banking account, & valid emasil address, and 2 printer. If you wish to print out your statements, you will require

De| ivery Ag reement Adobe Acrobat Reader 5.0 or sbove (which s ble to download free of charge if you do not aleady have it on

and click the your computer). Upon receipt of your consent, we will notify you st your registered e-mail address each time we
prepare 2 statement for an account that you have selected. We will send you an email letting you know that the

checkbox to agree to eStatement iz available online. You wil be required to enter your User ID and password to view the electronic
statermnent. You sgree it is your sole responsibility to protect your pessword from unsuthorized persons. You agree W

the terms and

Condltlons' |:| I agree to the terms of the agreement

° C|ICk SmeIt. B TE IF m i irme dene same oamlen o e lemring foe BUVERY mermuae e il mee s mpeng eose s o seerin Wi o e o o

NOTE: If you do not make a selection for EVERY account, you will get an error
message stating “You have not made a selection for one or more of your
accounts. You must select a statement delivery preference for each account.”

Statements can be saved to a
local PC or printed!
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The Alerts feature under the
Preferences tab allows you to
set up account-based and/or
date-based alerts.

A New Account Alert is
account-based and notifies
you of important changes to
your account (i.e. the balance
drops below a specified level.)

A New Date Alert is date-
based and natifies you of
important events (i.e.
birthdays, anniversaries,
wakeup calls.)

To Set an Account Alert:

¢ Choose an account
from the drop-down
box and fill out the
Alert Criteria.

¢ Choose an action
from the drop-down
box under Alerts.

¢ Click Submit.

e Check the Enable
This Alert box to
initiate the alert.

e Choose an action
from the drop-down

box under Ti Notification Preferences
Notificati rager Current Balance Choose how you wish to be netified, .
otirication Amount * |Last Deposit Amount
Frequency. Average Collected Balance Type® | Only send a secure message v|
e _ Click OK to submit. Current Va Accrued Interest ur
‘Year-to-date interest amount
/Z [¥] Enable 1 Previous year-to-date interest amo [ oK ][ el ][ Help ]
These alerts can

be delivered via

your preferred
telephone number
or e-mail address.

Preferences

Alerts

Alerts
Alerts and reminders notify you of important account information and personal reminders based on your
selected preferences,

O Add Alert ~ | &

Add Alert
@ New A.;Emt Alert... tlick "Add Alert’ on the toolbar.

@ Mew DatebAlert...

HELAWIE ] ABLA T UD | LA AL IR D ] I E]

Account Alert

t Add Account Alert

Co e information below to create a new accou

L

- (_Alert Criteria otification Frequency
Chogsethe criteria that will trigger this alert, Choose Row often you wish to be notified,
Account ™ | wox-0043 V| @® Notify me on every occurrence

Field * Available Balance (O Notify me enly on the first cccurrence

channels you may select.

r\A

Q:?.f'«‘f}]'l':: Motifications are always sent to your secure mailbox in additionkto any other netification
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Preferences
Alerts
HOME 1 ABOUT U5 1 LOCAITONS 1 CONIACT UY
To Set a Date Alert: ﬁn‘ﬂ Alert
¢ Choose a Month and m Add Date Alert
Day from the drop_- Complete the information below to create a new reminder.
down boxes and fill L -
. . Alert Criteria Notification Frequency
out the Alert Criteria. L s : . .
e Choose Category B Choose the criteria that will trigger this alert. Cheose how often you wish to be notified.
Month * Janua +| (& Notify me anual
from the drop-down X | v | ify ly
box under Alerts. Day * |1 v| O Notify me only on a specific date
i i — MNotification Pref
¢ Click Submit. I Category ® | Anniversary N fon e-rences N I
e Check the Enable Cheoose how you wish to be notified.
This Alert box to Note Appointment Type™ | Only send a secure message v|
initiate the alert. E”‘lflhda}‘
. a
e Choose an action Enablet [° [ ok [ cancel |[ Help ]
from the drop-down _ Meeting I
box under ﬁ) NOTE: Re Travel ure mailbox in addition to any other notification
Lo . channels|acation
Notification Wakeup
Frequency. '

e Click OK to submit

These reminders
can be delivered

via your preferred < o _ _ _
telephone number Notification Preferences: All Alerts are automatically delivered via secure
or e-mail address. ~ messaging — this screen allows you to choose an additional delivery

method via e-mail or telephone — if secondary delivery is by telephone an
exact time can be designated!

e

%‘) NOTE: Reminders are always sent to your secure mailbaox in addition to any other notification
channels you may select.
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Unlike the Change of
Address menu, the User
option does not update the
contact information on the
account level. Instead, it
allows you to update your
online user profile
information only.

¢ Click User under the
Preferences tab.

e Change the
necessary fields in the
Online Profile
section.

e Change the
necessary fields in the
Online Contact
Information section.

e Click Submit
Changes.

e Click OK.
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Preferences
User
Alerts
Secur
Eaobols

User Preferences

Please update this online profile, as necessary, to ensure that we have accurate, up-to-date information, This
information is important to us providing you the highest level of customer service,

Online Profile
Enter your personal information,

First Mame * |Johann[.§

Middle Name |

Last Mame * |Cate

E-Mail * |jcate@q250ftware.com

Online Contact Information
Enter your contact information,

Street1* 9430 Research BLvd |
Street 2 | |
City * |Austin |
State * | Texas hd |

Postal Code * 75759-

Primary Phone * |[512]685-2062E:¢.

Secondary Phone * |[512)791-7156Ext.

Submit

][ Help ]
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The Security feature under
the Preferences tab allows
you to manage security
related preferences for online
banking. Utilizing these
security features and keeping
them up-to-date ensures that
online information is more
secure.

To get to the Security feature,
you will click the Preference
tab and then choose Security.
You will be able to do the
following:

¢ Change Password

e Change Login ID

e Create a Phishing
Phrase

e Update Secure
Delivery Information

Change Password:

e KeyinOld
Password.

o Keyin New
Password (password
requirements are
outlined on the page.)

e Keyin Confirm
Password.

e Click Submit
Password Change.

e Click OK.

Change Login ID:

e Keyin New Login ID
(Login ID
requirements are
outlined on the page.)

e Click Submit Login
ID Change.

e Click OK.
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Preferences

Security

Alerts

User

S[}gurity Preferences

You can change your online banking password using the fields below. Type in your old password and your

new password twice for confirmation.

Password || Lagin ID || Phishing Fhrase " Secure Delivery

Change Password

For security purposes, you must first enter your
existing password then enter and confirm your
newly selected passwoard,

O1d Password * |

MNew Password * |

Confirm Password *

Submit Password Change ]

Password Requirements
Your password must meet these requirements:

Must be at least 4 characters
Cannot be more than 47 characters
Must contain at least one number

Must contain at least one uppercase
character

& Nust contain at least one lowercase
character

® (Cannot contain repeating adjacent
characters

® Cannot be the same as the last 2 passwords

® Must contain at least one of these 'special’
characters:’ ~!@#3%" 85 )_+-=0|1: 7 7<> 7.1

Security Preferences

You can change your online banking password using the fields below, Type in your old password and your

new password twice for confirmation,

Password | Login ID || Phishing Phrase || secure Delivery ||

Change Login ID

Type in your desired new login ID in the field
below.

Mew Login ID * |

[ submit Login ID Change

Login ID Requirements
Your login ID must meet these requirements:

® NMust be at least 1 characters
® (annot be mare than 50 characters

® May contain any of these 'special’
characters: - @E3HA B _+ =0T T<= TN

30|%
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Site Tag™ - Change
Phishing Phrase - this
feature protects you from
providing personal
information to others trying
to emulate our website. If
this feature is being utilized
and the personal phrase
does not appear upon
login, you may be the target
of a phishing attack!

Phishing Protection Phrase:

e Keyin My Phrase
(displayed on login
screen-max 50
characters/no
punctuation.)

¢ Click Submit My
Phrase.

e Verbiage appears in
red at top of screen,
“You have
successfully changed
your security phrase.”

Preferences

Security

Q: What is “Phishing?”

A Phishing is a type of deception designed to steal your valuable
personal data, such as credit card numbers, passwords, account
data, or other information.

Security Preferences

You can change your online banking password using the fields below. Type in your old password and your
new password twice for confirmation.

Password || LoginID | Phishing Phrase Secure Delivery | _ .

Phishing Protection Phrase

Enter your phishing protection phrase below. This phrase will be displayed to you on the login screen
and our website to verify you are on our site.

My Phrase h

[ submit My Phrase |

: AntiPhishing
chocolate 1ules

TS T TOSETT

g Please note: Site Tag™ is cookie-based, if cookies are deleted
the phrase may no longer be seen. You will have to re-establish the
Site Tag™ phrase.

31| &
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Changing Secure Delivery
Information:

e Choose the Secure
Delivery tab.

e Update all avenues of
secure contact
information.

¢ Submit Contacts.

Preferences

Security

Security Preferences

You can change your online banking password using the fig
new passwaord twice for confirmation,

| Password | LoginID | Phishing Phrase | Secure Delivery

Security Preferences

fou can change your online banking password using the fields below. Type in your old password and your
new password twice for confirmation.

Password || Login ID || Phishing Phrase | Secure Delivery|[

Secure Delivery Contact Information

Enter your preferred e-mail and/or phone contact information below. This contact information will be
used for Secure Access Code delivery.

Phone 1 |(512) 685-2062 |

Phone 2 | |

Phone 3 | |

E-Mail Address1 |jcate@q250ﬁware.com |

E-Mail Address 2 | |

E-Mail Address 3 | |

Submit Gontacts
iy
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Sign-Off

.

Signing off after every session
that you log into for your
financial institution is very
important for your
information’s safety.

Sign Of

T

In Review

Overview Recap

In a quick recap, we have covered Online Banking for retail or
individuals. We have covered Login, Accounts, Transactions,
Services, Preferences, and Sign-Off. All of these are easily
accessible from your main menu.

We hope that this user’s guide will help you enjoy all of the new
features with this Online product!

33|



